
ICE OF THE SECRETARY OF STATE 
2TNFNT nF ARCHIVES AN0 HISTORI 

I 

;€MEN1 DIVISION 

FOR AGENCY USE 
~ 1. AQency Address 

3plication Date Department of Education 
Office of S t a t e  Superintendent  of Schools 

A t l a n t a ,  Georgia 
~ ~ S p e c i a l  S t a f f  

3plication Number 

- ~~ ~ 

FOR RECORDS MANAGEMENT USE 
~- .. ~ ~~~~ . . ~ ~. ~~ 

Application Number 

]g;L) 
Date Received Date Completed 

MAR i 1 1981 FEB 1 9  198t I 
- 
- ~~ ~ 

~ . Record Series Dercription This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: Adminis ter ing and coord ina t ing  a1 1 areas of r e s p o n s i b i l i t y  f o r  t h e  l e g a l  
assistant of the S p e c i a l  S t a f f .  

Included are: But n o t  l i m i t e d  to ,  r e f e r e n c e  c o p i e s  of Attorney Genera l ' s  opinions;  budget 
information;  c o p i e s  of i t inerar ies ;  copy of the r e p o r t  of t h e  School Finance 
Study C o m m i t t e e ;  i n fo rma t ion  p e r t a i n i n g  t o  garnishments;  i n fo rma t ion  on t h e  
Family Pr ivacy  A c t  of 1974; speech material; l e g i s l a t i v e  summaries; r e s u l t s  
of e l e c t i o n s  of l o c a l  school  supe r in t enden t s ;  in format ion  on t h e  Annual S t a f f  
Conference; in format ion  on proposed l e g i s l a t i o n ;  and commissions of l o c a l  
board of educa t ion  members. 

, Dates of Series 
arliest Latest 
1979 I To Date 

FileiSarranged: Chronologica l ly  by ca l enda r  year ;  thereunder  a l p h a b e t i c a l l y  by s u b j e c t .  

5. Records Series Title (followed by title used in office; if different) 

Legal A s s i s t a n t ' s  Subjec t  F i l e s  
~ __- - 

- - ~. - -~ -~ ~ ~ I.- 

I. Monthly Reference Rate 

One to six months old 

twenty-five months and older---, ~ ~ :~.--? .~ ' ~- ..~ ~ ' ~ __ ~ ~ ~ . .  ~~~~ 

Letter-size drawers ; Legal-size drawers.. ;Shelves ;Other (specify) 

How often are records referred to  whichare: 

; Seven to twelve months old ; Thirteen to twenty.four months old -- , 

1. Annual Rate of Accumulation of Records . .  

3-50-71; Rev. 76 lover1 



q-0 10. Questionnaire 

A o L w h . e I e . b M  - . ~ - 

(Place an "X" in the proper column) ' 
~~ 

a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, c(te law or regulation. 

d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep the entire file for a long period, could these 

.. ~~ 

~ - __ 
.. 

c. kthisavital record?- - .~ ~~~ ~~ ~ 

-d~c&m~!ntr_be sdhxdded seDaratdy? . ~ ~~ 

' 

ntained in this series ever oublished? If ves. attac h WY. 

ntained in this series ever analyzed and/or recorded in a summarized report? 
--Ifyes. atrachuxzx-L-. . . ~ ~~ - - -~~ ~ ~~ 

i I s  this wimLQrawjQLmtion of  it) regutarb mic rofilmed? ~~ 

h. Is ihere a duplication of this series in your office, or in another office or agency? 
__~. IfxeLwhere? Partially in State Superintendent's Subject Files. .. 

I .  Does the cecord series r&lt in a cornouter 
1. Retention Requirements The following requires the series to be kept: 

a. State Law ~ years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need - -- 4 years. 
c. Federal law years. f. Federal retention instructions . ~ ~ -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

. : . .  - 
-! 

- ~ _ _  ~~ - ~ _ ~ ~ I _ _ _ .  

2. Approved Disposition Instructions This agency recommends that the fi le series be cut off a t  the endof each: 
[Id Calendar Year; 0 Fiscal Year: 0 Other I____ 

' 
then, 

cd Hold in the current files area - -month(s) 3- year(s1; then 
0 Transfer to local holding area; hold 

W. Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 
Transfer tb State Records Center; hold L ~ _ y e a r ( s ) ;  then 

These instructionsapply to all prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
If disapproved. attach letter 
sf explanation.) 

~ ~~ ~ ~ -~ . .  
~ . .  . . . .  . ~~ _~ 

~~ 
~~ ~~~ 

' .'... 


